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Online assignment handling - Instructions for course directors

Extension requests
You should receive email notification of any extension request, asking you to approve/reject it. 

To approve/reject an extension request
Either
· Follow the link in the email to open the extension request window
· If you are not already logged in to the system, you will need to login before being allowed to proceed

or

· Log in to the Moodle for the course
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Instructions for students
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· Click the 'Extensions' link in the 'Activities' block in the Moodle (or, if available, the 'Pending' link in the 'Extensions' block) 
· follow the link to the relevant extension request to open the request window
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· The details are shown, including any files the student has uploaded to support their request; clicking on any of these will give you the option to open it or save it to your computer
· Use the drop-down menu to alter the status to 'Approved' or 'Rejected' and to give the length of extension granted; if rejecting the request, please ensure you set the length of extension granted to zero
· Enter any relevant notes
· Private notes are not visible to the student, but are visible to Registry; those marked 'Feedback' are visible to the student
· Click 'Save changes'
· Registry will receive an email notification of your decision; they will notify the student of the outcome 

· At any time, the status of all the extension requests can be viewed by clicking the 'Extensions' link in the 'Activities' block
· When you have finished, please remember to log out of the Moodle
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